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2. Division or Bureau of Requesting Agency 
DIRECTOR'S OFFICE* ' 

3. Authorization Requested (Check only one of the squares below). 

•
Dispose of present accumulation. No 
additional accumulation Is antici­

pated. Records have ceased to have value 
to warrant retention. > 

B 

•
Establish retention schedule for re- • 
cords for which there is a continuing 

accumulation. The records will cease to 
have value to warrant their retention after 
the period of time indicated. 

Microfilm and destroy originals. 
Originals if not microfilmed would be 

retained for the period of time indicated. 

4. 
Item 
No. 

• 5. Description of Records 
Describe records accurately. Include title, form number, size of documents, 
work or activity to which the records relate, inclusive dates, and quantity 
(cubic or lineor feet) . Show recommended retention period. 

6. Recommendation 
of Hall of Records 
and Board of Public 
Works. 

1. 

2. 

INSURANCE POLICY FILE .-
This file relates to insurance policies taken oat by the Montgomery 
County Government for coverage of fire, workman's compensation, 
comprehensive liability, etc»f also included are performance bonds 
that are not filed in Annapolis* There are presently seven policies 
a years these are filed with endorsements and changes* The file is 
housed in a safe and occupies 1 linear foot (less than 1/2 cubic 
foot) for the period July 1950 to date* The annual rate of accumu­
lation is 2 linear inches* 
RECOJffiiEHIlATIQNi RETAIH FOR THREE TEARS AFTER EXPIRATION OF THE 
POLICY AND THEN DESTROY* 
KORKHAH' S COMPENSATION CLAIM8 1 

Included in this file are the following forms, SF 1-19U3 x 11") 
Standard Fern for Employee's First Report of Injury, and Fern 308 
C/30 (8£* x 11°), State Industrial Accident Cossaission (Award) if 
disabled more than three days* The file also contains correspon­
dence relating to claina* . The material is filed alphabetically by 
name of claimant and is active until settled* It occupies ̂ drawers I 
(U cubic feet) for the period to d a W The annual rate ©f^ ' 
accumulation ±Q 6 linear inches* s & 

RECOUMEKDATIOHJ RETAIH FOR THREE* YEARS AFTER SEITLEMEHT OF CUIUS 
AND THIS DESTROY* 
AUTO ACCIDENT RSPQRTS 
this file consists of an insurance cosipany form, Report of Autoae* 
bile Loss (ot* x U " ) , and correspondence froa insurance ccrapanies 
relative to the reports of each accident involving County cars* 
A H accidents gust be reported. Th« ftt« 

1s active until Bfittlwiwint 7. Agency, Division or Bureau Representative 

APR 6 1954 
Date 

Schedule Authorized as Indicated in Col. 6 by Hall of 
\ Records Commission. , 

Date Archivist 

Disposal Authorized as indicated in Col. 6 by Board of 
Public Works. 

APR 1 3 1954 
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• 
- 5. Description of Records 

Describe records accurately. Include title, form number, size of documents, 
work or activity to. which the records relate, inclusive dates, and quantity 
(cubic or linear feet) . Show recommended retention period. 

6. Recommendation 
of Hall of Records 
and Board of Public 
Works. 

HOSFITI^LIZATIOH CLAIMS - A 
This file consists of correspondence (generally &%" x ll") relating 
to t£j»ims by employees on Group Hospitalisation policy. This ; 
coverage is held by the Connecticut General Insurance Coopanyv 
Rreadua pament for this policy is bourne, on a-69-b& basiswith the 
County bearing fiDjf and the eng&oyee Bs$* The file also^cojStains-— 
copy of check issued in settlement by the insurance company* Th e" 
material la filed alphabetically by name of claimant* It occupies 
fi^abitTTSet for the years 19l# to date and the animal rate of ac-
cumulation is 3/2 cubic foot* 

RECOMMENDATIOHt RETAIN FOB TEARS AFTER SETTLEMENT OF CLAIM 
AND THIS DESTROY* 

by insurance company or County Insuranoe Officer* The Report of 
Automobile toss is filed in triplicate* the original and one carbon 
is sent to the insurance coapany and the remaining carbon is re* ; 
tained by the County* The material is filed alphabetically by name 
of County employee driving the ear at the time of ac oldest and 
covers the period Xfft^to date* The file occupies leas than T&> &\ 
cubic foot and the annual rate of accumulation is 6 linear inches* 

v ...... t^s 

RECOMMEHDATIOHi RETAIN FOR THREE TEARS AFTER SETTLEMENT OF CLAIM 
AMD THEM DESTROY*. 

gtOUP HOSPITALIZATION FILE ' - •• 
This .file covers reports concerning employee's participation in the 
Qroup Hospitalisation Plan'(Connecticut General Insurance Plan). 
Contained in the file are -report* of new employees and reports of 
cancellations. The reports* which measure 8|» x 11 % are prepared 
monthly by the Insurance Officer* The file-is arranged chronologi- \ 
eally f or the years 1 9 ^ to date*. It occupies approximately 1/3 
of a file drawer (less than 1/2 cubic foot) and the annual rate of 
accumulation is very small* 

lATXONt REIAIS FOR THREE YEARS AND THEN DESTROY* 
LIABILITY THSPRAHCE CLAIMS 
This file consists of correspondence only (generally 9|a x 11") and 
relates to claims filed against the County* whether or not covered 
by insurance* The material is filod alphabetically by name of 
claimant. It occupies leas than/cubic foot for the years 19U8 
to date* The annual rate of accumulation is about "bQ cases per year 
RECOMMEKDATIOWt RETAIN FOR THREE YEARS AFTER SETTLEMENT OF CLAIM 
AHD THEH DESTROY* 
CTSDRASCE-RECORD CARD 
This is a 3" x 5" card prepared by the Insurance Cospany (Qroup 
Hospitalisation) to show participation of the individual employees 
in the group program* Individual earda are prepared for each new 
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participant from the report of additions subiaitted by the Insurance 
Officer (see I ten $ of this schedule)* The active file, which is. 
arranged in alphabetical order by name of employee, represents all 
employees currently participating in the program* The file is divi­
ded into two sections* one for the Police Department and the other 
for all regular employees in the County* The present accumulation 
is about linear inches (l/2 cubic foot)• The annual accumulation 
is approximately ljfe-linear inch* 

2^ ''•:'/. ;• ' 
RECOMMENDATION I RETAIN IH ACTIVE FILE T/HILE CURREHT AND THEM RETIRE 
TO INACTIVE FILE FOR ORE TEAR OR D?*TIL CARD IS THREE YEARS OLD, 
WHICHEVER IS LATER, AHD THES DESTROY* • • -
CLAIMS BY COIPiTT 
This file consists of correspondence (8|" x 11") relating to damage 
to Countr property* The file also contains the release when pay­
ment is received on settlement of claim* The material is arranged in 
alphabetical order by name of individual tfawagipg property* The file] 
occupies 2 linear feet ilk cubic feat}-for the years £9$9> to date* 
The annual accumulation is approximately 6 linear inches Ciess_than 

foot* 
RECOHWEffDATIQHt RETAIH FOR THREE YEARS AFTER SETTLEMENT OF CLAIM 
(AHD THEN DESTROY* - *f 
RECORD OF TAX SALE PROPERTY 
This record consists of an unnumbered fara (8|" x U " ) . A separate 
form is prepared for each piece of property purchased by Montgomery 
County at tax sales | the data is obtained from the Tax Sale Ledger , 
and Journal* Identifying inf Croatian concerning the property (date 
of purchase, purchase price, square feet, liber, folio, plat number, 
improvementBr topography, etc*) is shown on the form* The forms are filed in two binders, one for property currently owned by the County; 
the other for property purchased by the County but which has since 
[been sold* The records, which are filed by Election District, gen­
erally date fron 1950 (at which tine this file was started)) however, 
[there are a few records dating back to 1951 covering early purchases 
nhich have not yet been redeemed* The total accumulation to date is 
12 linear inches* The annual aecmsnlatlon is w ^ H * 
lECOHHEHDATiaHl RETAIH PERMANENTLY. 
RECORD OF COUNTY OWNED REAL ESTATE 
this record consists of an unnumbered form to*" x 11")* (This is the 
3ame. fora as used in Item 9, Record of Tax Sale Property.) The re» 
:ord covers County owned real estate other than tax sale property. 
3ata for recording each piece of County owned property includes date 
>f purchase, purchase price, square feet, liber, folio, plat number, 
improvements, topography, etc* The record was initiated in 1953 and 
.s filed by Election District* Material is contained in wee-binders 
md consists of a total accumulation of about 2 linear inches* The 
annual accumulation is small* 
RECO&QSDATIOuf RETAIH PtJKASEHTLYL 
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11* 

13. 

DEEDS TO CODNTY PROPERTY ' 
All deeds to County owned prope Ire assembled In t̂ ia central . ' 
file* There are approximately Hf document drawers cubic feet) 
of deeds to property purchased at tax sales and -2 document drawers 
(l/t cubio foot) of deeds to property purchased for County use - a 
total of 2f cubic feet* The deeds are folded to fit the document 
drawers* All deeds* regardless of date property was acquired, are., 
kept in this file* The annual accumulation is approximately fc=t© $ 
linear inches (less than 1/2 cubic foot) *. 
RECOMMENDATIONS RETAIN' IS ACTIVE FILE "WHILE PROPERTY IS OWNED BY 
COBHTYj WHEN SOLD RETIRE TO INACTIVE FILE FOR THREE YEARS ARD THEN A 
DESTROY. • • ^ • ^ • < } r , > ••'..•,C,VK i '•• ^ 

12* 1 FURNITURE AND EQUIPMENT INVENTORY CARD •;. 
The inventory record is maintained on a 3" x J?* unnumbered form* 
The card provides for recording a description of the furniture or 
equipment* the manufacturer *s name* serial number and model number* 
date of acquisition and purchase price* present location and tag 
number (number assigned by Property Officer at time equipment is 
placed in use)* Provision is also made for a seven digit code 
number for description of equipment* The cards are maintained in 
two complete files* one for equipment and office machines) the other 
for automobiles*' The cards for equipment and office machines are 
filed by tag number while the cards for automobiles are filed by 
department and car number* The file* which was started in 19$Q9 

^cupies^ lflV 3" x 5"'file drawers (1 cubic foot)* The annual 
accumulation is ISL linear inches* 

\ 1 ^ : 
RECOMKEHDATIOHi RETAIN IN ACTIVE FILE WHILE CURRENT) WHEN EQUIPMENT 
IS DISPOSED OF PLACE CARD IN INACTIVE FILE FOR THREE YEARS AND THEN 

ESCROW AND CONTRACTORS BOND FILE 
, .TMs file contalnŝ bonds executed* by. bonding companies and receipts 

^JHtor money placed in escrow* The bend or money was required by the 
County at the time, a permit was issued for the construction of a 
street, road or, driveway* The material Is filed alphabetically by 
name of person under bond or depositing money* The file for the 
years 1$$1 to date occupies % legal size file drawer of active 
material and ̂ -legal sise drawer of inactive material (a total of 
' bicubic feet).The annual accumulation is approximately % legal 
siae drawer («*cubic feet)* No material will be destroyed immediateH 
ly upon approval of this recommendation* 

RECOMMENDATION! RETAIN FOR THREE YEARS AFTER COMPLETION OF STREET, 
10AD OR DRIVESAY AND THEN DESTROY* 


